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Job Sheet for Discussion Leader — | 


Your Basic Ro 

t try E at yourself as a member of the i, with 
no more authority or prestige than the others, but with a 
special function of helpi ng Ri E to do tise they as 


which they wish to Medes and go as far toward solving Ha 


3e How doe: You must exercise your judgment from time to time 
as to how best to move the gr oup forward and as to whether 
this © i 


8 can be done best by yo r by some other member of the 
ale not poea etting your ptt ler Vana resource persons 
o e leađership teame 


8 par 
Standarde ae Good Discussion Grou 
ie pe 


2. It uses its resource persons wis 

i It weighs issues fairl 

e It deals with problems on the basis of sufficient facts. 
5e It avoids Socom a poe negative or a too unrealistic 


di ay 
7e It develops constructive proposals for action. 
& It permits adequate time for summin g upe 
9. It ecks the recorder's report to see that its main views 


l. Diseies with your A and, if possible, your resource 
por on ; 
the general dutie che 
D the purpose of oa e discussion gro 
Ce what you know about the subject that needs to ae brought 
forth as minimum information for all participants. 
ad. what additional pests Brio RELA tl you will need to 


obtain or will have to count on the resource person(s) 
vide : 
2. You may want to outline a few points to use as a guide, but 
not as a rigi ane 
3+ Decide how you are to open the ting~--introd s etce 
How to Guide the Se 


na few on aoe the purpose of the disuussion 
roup3 briefly read the discussion guide. 


De briefly int: au ce the re r and resource p 
each person to introduce himself, state his address, 
indi at e eee the priorit 


haw considered, They may want to add other problems 
t listed on the discussion guide. 
(ie e becorder has a large piece of hewsprin 


dy and a c 
these points so that all can be kept reminded of these. 
Boil down the problems?! list E F by combining 
problems that over: 
ad. Seoras si problem to. start withe 


6” 


2. 


2. Let pad Eroup take it from there for the next ten 
minute 
3. But be prepared, Cien the To seems ripe) t 
a summarize (or ecorder to do AR Ta two or 
t p eae try to 
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ave to deai. with the problem intelligently. 


question or two here. Keep aie resource perso. 
however, briefly, to the poi 
Ce Turn the group to the formulation of action S 
cope with the problem. 
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all the time on one problem by getting bogged dow! 
details or repetition). 

5. Follow a similar procedure as outlined in 3 in handling : 
each subsequent proble: 

6. Reserve ties to ten came ee before the end of the time 
allocated for ciscussion to have the recorder play back 

ummary e Ask the group for fi nal comments and sug- 
gested revisions of the summary. 

7- When word comes form the main table, have erona members 
take out their eonference evaluation form y 
explain its purposes Give em a few minute pir compres 
the Ae dolio ct them to give to the BERANT 


The Di scusaion Guide 


You and your recorder may want to prepare a ninecerene’ 
ide to help stimulate discussion. It migh 
specific form of a general outline mien 
e Problem of "Citizen Pae aion rie your 


p ae 
1. What are the present forms of citizen partici- 
ation in this area? What aspects of the pone 
are they meeting? at gaps and weaknesses in 
their present efforts? Why? 
2. What should be done to, eee meeds mot presently 
et=-- through green os irticipation? 
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be the neighborhood ouo as a whole? 

Ge other organi ti 

de pari een NAE ES 

What needs to be done at ae of these levels: 


c 
d. federal? 


Job Sheet for Recorders 


ecorder your job is quite different from the Seno erann ete 
d 


o (ices word-for-word notes. It is also different from t old- 
fashioned secretary's who recorded only motions, seconds, Se aecioeve 
and votes. Y j is, first of creative listéning on 
that is said Then y will record the main points from what 


hear and organize these for use by your work group and, more eonia 


some sug esticns about your job: 
l. Keep tract of such >oints as the following: 
a. *oints on which members agree or on which formal action is 


be Points on which there are differences of opi nion among the 


Ce Points on which you are not sure how the memsers feel. 
d. ponore mentioned but not discussed fully, which the group may 
ish to consider later. 
2e Report to the group vhat was điscussed and concluded rather than 
Merely the general topics of the Sheet Ge 
3. o ready to make an up- to=this-poin E of g group thinking at 
any pd and to make an inclu@ive report at the of fy meeting. 
4, Ask the other mene: rs to amend your report and ani thei 


Don?t feel obligated to report every point made = every member's 

contribution. In fact, it is probably best not to try to attach 

names to what was said except when you fear joey t otnerurse a dis- 

agreement or minority view may be last. sight 
v ty 


vw 
. 


your group's 
conclusions for the final session of the conference, The conference 
chairman will use this report in preparing the roundtable 
groups! summary. 

7e You are also RAO EIRIS for the preparation of resolutions which 
your group may wish to communicate to the O e onga unless 

responsibility iE assigned by the group to som 
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